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To begin the Annual Appraisal the employee selects Update and then the Go button.
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Annual Appraisal- Employee

-
KEMyBRT KEPARVG [isgnoslics Homs Loood Préfsences
MG PAA
| Tramsfer bo Rating OMcial ) Track Progress ) Returm to Main Page |
Employee Information
Employes Name  Blomme, Doamings X
P-Show Emplayes Details
M Reviews | Annual Appraisal | Other Assessments | Repordsfoms
m Mizsion Goals | Job Objectves | Approwals & Acknowledgments
Plan [aetails
Thas screen prowides information about the status of your performance plan Masd Halp?
* Lpdate your Appraisal Type and Apprasal Dates, if necessary. Imporant Nete: The Appraisal Penod Start Date represents the start of your performance
evaluation panod under this plan. Certain information such as yowr pay grade and step will ba populated on your appraisal form based on this date. For
additional guidance select the Meed Help? link
» Change the Rating Official andfor Higher Level Reviewer
» Transfer the plan 1o your Rating Official
To change a Rating Official andfor Higher Level Reviewar or both, select the Change Rating Official andfor Higher Level Rieviewer” button, When done, select the Tex
bisttan of the Mission Goals" 1ab
(_Change Rating OMcial o Higher Levil Rivigwer |
Appraisal Type | Annual Appraisal - NG = Performance Plan Approval Date  16-Mar-2009
Appraizal Period Start Date  01-0c1-2008 Plan Last Modified
Appraical Period End Date  30-Sep-2009 Ureated By Glamma, lomingo &
Appraisal Effective Date  01.0ct-2009
Ratmg Official Mame  Rhiynes, Conrad £
Higher Level Reviewer  Fred, Abdul N
MEXT= |
IGE MyBiz | ICE PAA VT | Duagnostics | Home | Logout | Preferences
Aboad his Pacs
-

The employee would then select the Annual Appraisal Tab. 3
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Annual Appraisal- Employee

Flan | Inbarim Resiows m:zn Other Asseesments | RepoitsiFoms

AEsasslivdils

Jobs Diljaciives

Waights
II
Select Owder  ObjectiveTile Stamis [Optisnal)
® 1 1a81 APPROVED
L& 2 105t APPROVED
Jobs Cilyaciive

bgsber

Emnployes Sell Assessment /

This is where the employee inputs the Self Assessment. f

This is where the employee would input their Annual Appraisal Self Assessment for each
one of their job objectives.
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Annual Appraisal- Employee

Performance Appraisal Application (PAA)
N bR KEPAA Vv [arngaboy Home Loogoul Prefoences

Transiar to Rating Oficial | Teack Progress ) Rebam o Main Fage |

Employes Infarmation
Employes Mame  Blomae, Dembngo X

L E L T T Armual &ppraisal Othir Assetsmenbs Risportaf onms

Assoessneals
i e B

Jolr Ohjectiees

Waeigh
Select Ouder OhjectiveTitle Siatus m;-rl.lm
" 1 test APPROVED
C 2 fest APPROVED
als (ihjiec e
\Ester

-
L3

4

After completing the Self Assessment for each job objective the employee selects the

Transfer to Rating Official button.
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Annual Appraisal- Employee
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

KELNEE KEFPSAWE Dagnogtcy Home Lo Erederences

Employes Motification te Rating Oficial - Rhwnes, Conrad Z
Carcal | | Transfer 1o Rating Offcial withoul E-rail Motiicstion | | Transfer bo Reating Official with E-mad Nosficaion |

Mezzage to Rating Official

Canoal | | Transher o Ratng Official without E-rmail Molification | | Trandfir o Raling Offitial with E-rdil Matification )

CE MuBiz | ICE PAAYS | Diagnostics | Home | Logou | Prefemsnces
Aboud is Page

From this page the employee transfers the Annual Appraisal to the Rating Official for
review and approval. If the employee transfers it using the Transfer to Rating Official
with Email Notification option, the text box appears in the body of an email delivered
to his/her email. The email address must be updated in My Biz or My Workplace for

this functionality to work. 6

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Annual Appraisal- Rating Official
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Versian 3.0
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Performance Appraisal Application Main Page

| Halp
Wamning The Performance Appraisal Application is designated for sensitive unclassified personne
information anly. Da MOT & sified informabion in this system, Unauthonzed releass of
classifiad infarmation 15 a violation of law and may lead to prosecution
L] L} a A a ITar ] A i ! ligh a

Impartant: To becorm far
FlansiAppraisals In Progress
Craate MNew Flan

Shiow M I.-'-JI Appraisals 'I Appeaisal Year |ALL = I--'CI‘IIICIE_E 2 Flan Type- ﬂ Ty
Table Size |1ﬂ *I

Employes Currant Ratimg OfficiallAppraiszal  [Appraisal |Plan Approval Flan Current PAK

Hams LT Mami LT o [hane Typ e|Stams Sl Actlon

Blommi, Rbyrgs, Rhiynes, Intinem Rintis |Llpda|e =| | Go
Dieningo X Conrad I Conrad L 2009 m 1B-Mar 2008 NG Approved Completed 'J

From the Main Page the Rating Official selects Update and then the Go button to
begin reviewing the Annual Appraisal Self Assessments. 7
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Annual Appraisal- Rating Official

NG PAA - Rating Official
Transfer to Employee ) Track Progress ) Retumn 1o Main Page )

Employee Information
Employee Name  Blomme, Domingo X

M interien Reviews | Annual Appraisal | Other Asse ts | ReporsiForms
ST wission Goals  Job Obj Appravals & Ach o
Plan Detadls

scroen prondes information about the status of your employee's perforrnanco plar Neod Help?

e Update the Apprmsal Type and Appraisal Dates, f necessary

Important Note: The Appraisal Period Stan Date represents the s1ant of your employee’s pedormance evaluation penod undss this plan Certain wformat
sch as the pay grade and slep will be populated on the appraisal $orm based on tk dale For additional guidance select the Need p? lir

Chango Radng OMclal or Higher Leved Reviewor )

Appraisal Type | Annual Appraisal - NG =) Pnﬂozmapnco PN APIONEINAS W 280
lan Last Modified Date
*» Appeaisal Period Stant Date 5100-2003 E Created By Blomme, Domingo X

= Appraisal Peniod End Date |30‘Sep~2009 Q
« Appraisal Effectwe Date [01-0c12000 | 54)

Rating Officisl Name  Rhynes, Contad Z
Higher Level Reviewer Fred, Abdul N

NEXT>

-

From the Plan Details Tab the Rating Official selects the Annual Appraisal Tab.
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

ICEMyBIZ ICEP&4 Y3 Disonastics Home Lowout Preferences

NG PAA - Rating Official
(Transferto Employee ) Track Pragress ) Return to Main Page )
Employee Information
Employee Mame Blomme, Domingo X
B> Show Employes Details

Plan | Interim Reviews SENHTERDETEEINY Other Assessments | Reporis/Forms

T Lo i Rating of Record | Approvals & Acknowledgments

Assessments and Ratings
This screen allows you to view your employee’s | eotives and self-assessment and wite your evaluations Meed He

Engloyen Sell ASSessman

. . ) s Select the ‘Radio’ buttan next ta the Job Objective you want to evaluate
This is where the employee inputs the Self Assessment

s Once all Assessments and Ratings have been assigned toJob Objectives, select the Rating of Record tab.

* Appraisal Type | Annual Appraisal - NG ~ Appraisal Period Start Date 15-0¢t-2008
Appraisal Effective Date  24-Sep-2009 Appraisal Period End Date  [23-Sep-2009 =

Job Objectives

Weights
% Adjusted
Select Order ObjectiveTitle Status (Optional) Weight Rati
& 1 test APPROVED
o 2 test APPROVED
Job Objective
15t =]

Rating Ddlicial As et

This is where the Rating Official inputs the assessment

harscies Countar ,_

Dt Faling
Opteanal Weight Job Objective Riating 3 v]l';'l
Adpsted Weight hl
Ristuin b Tap of Page

L]

This is the location for the Rating Official to input the Annual Appraisal Assessment and
the Job Objective Rating. Click on the Rating of Record Tab to continue. 9
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CEMRE KEPAS WD [isgrogics Home Loool Prelerences

MG PAL - Rating Officlal
Transfar by Employes , Track Progress ) Febam o Main Fage |

Employes Infarmation
Employes Mame  Blomae, Dembngo X

Pran |/ Interim Feviews @ Ll Other Assessments | R 5
Agsessments and Ralings Approvals & ACknowledgrnanss

Fating of Recond

A, Meed Halg?
Impariant Hote: Only “Approved” Job Obgectm be used to calculate the rafing of record and average score. All "Approved” Job Objectves with assigns
Job Objective Ratings
Wiight % Adjirsted
Order ObjecthveTitle Status {Dptionall Welght Rating
1 st APPROVED | 3 "'I
2 lest APPROVED j" 3 j"

Fotineg o Rl

Sgrage Score 300
Rateg of Record 3

CE WyBhz: | ICEPAANT | Duagedsies | Home | Logoul | Pofsrendés
Abeud (s Bage

From this page the Rating Official can rate the job objective. You will also see the average
score and the Rating of Record. From here the Rating Official will go to the Approvals and
Acknowledgment Tab. 10

UNCLASSIFIED / FOUO



UNCLASSIFIED / FOUO

Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CEMEE KEPAANYD Doorgaicd Home Loood Prolorelces

MG PAA - Rating Officlal

Transfar bo Emploves | Track Progress ) Redam to Wain Fage |
Emplaye# Infarmation

Employee Mame  Blomme, Demingo X
B Ct Emir a6 Dlata

Pian | interim Reviws -;tfmrusr:smanu Froponsfeams

Asgisemaents and Ratings Rafing of Rucord Approvals L Acknowledgments:
Apga owals & Acknowsledgnnent s

Details Tasks

Sratus Action
B=Chiw Step 1: Rating Ofcisl - Regquest ar Document Higher Level Rewieser Mot Stafed | Siar )
pci
b. I
GEMBiZ | ICEPAANG | Disgooslics | Home | Logoul | Pafirences
Al this Fage

From the Approval and Acknowledgments Tab the Rating Official selects the Start button
after the Annual Appraisal Assessments are put in for each job objective.
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Annual Appraisal- Rating Official

-

Approvals & Acknowledgments
This screen provides information regarding the status of your employee's performance plan.

e Select the 'Start’ button to complete a step.
e Select Show'to see detailed information about an approval (date, method of review, etc.)

Show Al Details | Hide All Details
Details Tasks Status Action

¥ Hide |Step 1: Rating Official - Request or Document Higher Level Reviewer. Mot Started

@ TIP There are twn nptinns available to camplete this step If you are bath the Rating Official AND Higher Level Reviewar, use Option B to dacument the appra
Option A - Transfer to the Higher Level Reviewer (HLR)

Name Title

Dobles, Titus K Rating Official
Topps, Donella C Higher Level Reviewer
@ TIP Please select new HLR fram list of values, if reguired

Change Higher Level Reviewer |Topps, Donella C ,,;?

Message to Higher Level Reviewer

This screen provides space for you to send a Higher Level Reviewer a message regarding an employee's Performance Plan. After writing the message, s¢
Reviewer with E-rail Matification’ button to send the message.

Please review this performance plan and take the appropriate action under the Approvals and ]
Acknowledgments tab

Motice: You are about to contact Topps, Donella © by e-rmail. Due to the unencrypted nature of this e-mail communication, please do not include any nor
security numbers or privacy act information in your e-rmail.

\Cancel ) | Transferto Higher Level Reviewer without E-mail Not\ﬂcat\onj | Transfer to Higher Level Reviewer with E-mail Notiﬂcationj

« | >%
From the Approvals and Acknowledgments tab, using Option A, the Rating Official can
transfer the plan to the Higher Level Reviewer for review,

12
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Annual Appraisal- Rating Official

Cancel . Transfer to Higher Level Reviewer without E-mail Notification | | Transfer to Higher Level Reviewer with E-mail Notification |

Option B - Document the higher level review has taken place by entering the following information:

Higher Level Reviewer |Tupp9_ Donella C (? Method of Review -
ReviewDate [ Other Method | Cancel | | Sa
ICE MyBiz | ICE PAANT | Diagnostics | Home | Logout | Preferences
4 vl

Using Option B, the Rating Official can document Higher Level Reviewer concurrence. The
Rating Official completes this step once they have reviewed the plan and are ready for
second-level review. ;

1
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CEMEE KEPAANYD Doorgaicd Home Loood Prolorelces

MG PAA - Rating Official

Teack Progress ), Febam fo Main Page |

Emplaye# Infarmation

Employee Mame  Blomme, Demingo X
b Employes Dats

Plan | Interim Revews SR E LT Other Assessments | RoponsF orms

Asgisemaents and Ratings Rafing of Rucord Approvals L Acknowledgments:
Apga owals & Acknowsledgnnent s

r_:g H H:' ST
]
} ATl et |H
Details Tasks Stahis Bctisn
p. C
b. *
B=Show Step 30 Rating Oficesl - Document Commanicalsan to Employes et Started Slafl

GE MiBiz | ICEPAANT | Diagoosics | Home | Logoul | Preferences

At this point the Rating Official will begin documenting communication to the

employee and the acknowledgment of the Annual Appraisal Rating by selecting the
Start button.
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CEMRE KEPAS WD [isgrogics Home Loool Prelerences

MG PAL - Rating Officlal

Track Progress ), Redam o Main Page |

Employes Infarmation

Employes Mame  Blomae, Dembngo X
Bt Emplowes Dat

L E L T T Armual &ppraisal Omhir Assessments | Riponaf oms

e et T At L BT T Approvals & Acknowledgments

Apga oveals & Acknowledpments

This screen pr das informsdior ._.-.:...-:__ i BT B Ar Meed Halg?
o se8 detaled infoemation about the slafus of your oyee's Anpraisal

Details Tashks Stams Action
P. hi 1 +
B=Sho

Comenurication Date | 20-Mar-2008 E

Commaunication Method lﬁ
(rheer Mithod
Ratng Official Mam |F|h3rnt.-:-_ Cormad £
Save |
E WyEiz | ICE FAAYTE | Duagnoslce | Home | Logoul | Feelscences
About this Page

From this page the Rating Official documents the communication to the employee of the
Annual Appraisal.
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

1%, Confirmation

Once you exit the appraisal, this appraisal will be removed from your Plans/Appraisals in Progress and a copy will be placed under the "Completed
Plans/Appraisals’ found on the PAA Main Page. Select the Print NG Form 430° button if you wish to print the form prior 1o exiting this appraisal.

Do you want 10 continue?

CEMyBiz | ICEPAANT | Qiagoostes | Home | Logoul | Braferances
Aok thes Poge

The Rating Official selects the Yes button to complete the Annual Appraisél.

16
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Annual Appraisal- Rating Official

Performance Appraisal Application (PAA)

CEMRE KEPAS WD [isgrogics Home Loool Prelerences

MG PAL - Rating Officlal
Teack Progress ) Rebum b Main Fage |

Employes Infarmation
Employes Mame  Blomae, Dembngo X

Pian | Inbirim Réviws -:fmrusnamnh Reponalf oams

e et T At L BT T Approvals & Acknowledgments

Apga oveals & Acknowledpments

This scream provides information neg stalus of ¥ loyee’s A Ideed Halp?
Saler] Show' o 5o delabed inform aut the DUF @ ] alga

Detaite Tasks Stanes

b-Sho

Pt

W Hide

Comenunicalion Date  20-Mar-2000
Commaunication Method Face to Face
Crber Méthad
Ratng Offcial Mame  Rhynes, Conrsd I
Pirint MG Form 430

—

GE WxBiz | ICEPAANG | Diageostics | Home | Logoul | Preferences

The Rating Official selects the Print NG Form 430 to print the document.
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Reports and Forms

‘miﬁim Provide Guest Feedback | Wy.Journal
Employes
Performance Appraisal Application Main Page
Meed Help?
Warning The Performance Appraisal Application is designated for sensitive unclassified personnel
rifgrmation onky. Do NOT enter classified infarmation in this system. Linauthonzed release of
classified information is a violation of law and may lead to prosecution
Fror the Main Page, you can create, updale and vew your Perdomance Plans, view and pint part or an enfire plan after it is created; and track the status of a plan, You
can also search for completed plans by selecting the Show Completed Plans/Appraisals” bnk located at the bottom of this page
To create a Pedarmance Plan To complete ather actions descrbed above
s Selp t Choose a Plan Type' & Salect an oplion frarm the Acton column
M Appraigal Plan Type & Select the Go' butlor
M Ga' bidtan
Impomant: Ta becarme farmliar with the columng, select the Meed Help?
Appraizals of Blomme, Dominge X
Create Mew Flan
[--Choose a Plan Type-- =] (6]
Table Size |10 'I
Employes Current Rating Official [Appraisal  [Appraisal |[Plan Approval Flan Current PR
Hame Chamien Hame eal L1} Date Type|Status Status Bction
Blamma, Blamme, Rhynas, Cumadm 5 16-Aor-2000 B 1 | ; |Updal:e d 50 )
Dominga X Dominga ¥ Z i Approve A
Transfer to Rating Official
Select the link to seanch for completed plans ReporsF orms
b~ Shew Cornpleted FlansiAppraisal Track Progress
EBAA Main Page | Provide Guest Feedback | My Jowmnal | ICE MyBiz | ICE PAANYE | Home | Logowl | Breferences | Qracle Help | Diagnostics
Al Hes Fiaos

From this Main Page the employee, Rating Official, or Higher Level Reviewer can

select the Reports/Forms option to begin viewing or printing selectable reports 18
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Reports and Forms
. 5 N 3 B 3 B B |

Performance Appraisal Application (PAA)

Fetum bo Main Page |

Meed Help?
Employee Information
Employee Name Blomme, Domings X
ViewlPrint Selected Sections
Selecting the “ViewPnn Selecled Section(s)” button allows you 1o print the selected sections. This is not an official NGB Form 430
[T Select/ Deselect All
™ Relevant Organization MissionStrategic Goals T Perfarmance Rating
™ .Job Objecties
[T Job Objectwas with Intenm Review Asseszments
[T Job Objectwas with Closeout Assessments
[T Job Objectives with Annual Assessments
ViewiPrinl Silechad Section(s) |

ViewlPrint Form

Selecting the "ViewPrint Form™ button allows you ta print the Padfarmance Plan, Intenm Review(s)l/Clogeont Assessment, and Annual Perfarmance Appraizal (NGB

Fomm 4300
‘WiewaP'rind Form
Il_."|;' h‘.!*fl; 1 ICE PAS W3 1 Chagnostic | Homea | ooyt | I'—"lg‘g'r-nggh'
Aboad this Pags

These are the different areas of the form available to print. Until the Annual .
Appraisal is complete the Form 430 will be a working copy. 19
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Reports and Forms

Cld = U TN IO U TS o WL U 1dvy Sl | I-J_- Ty Ly I 1o pme g |

I

Frorm the Main Page, you can create, update and vew your Performance Plans; view and print part of an entire plan after it is created, and track the status of a plan. You
can also search for completed plans by selecting the Show Completed Plans/Appraisals’ Bnk located at the bottom of this page
To create & Performance Plan To complete other actions descnbed above
» Select Thoose a Plan Type® » Select an oplion fiom the Action colurmi
s E Appraisal Plan Type s Salect the Go® buttor
s Select the 'Go' bullan
Important: To becorme Grmliar with the columng, select the ™ead Hilp

Appraisals of Willette, Morgan M
Craate New Flan

[~Choose a Plan Type- =] (6o

Tahle Size |10 '-I

Employee Name Cuirent Owinei Rating Official Name Appiaisal Year Appraisal 1D Plan Appioval Date Type Plan Statis Cuiient PAA Staties Action
Mo results found

Select the Ik to search for completed plans

?-- _ ated Plar fAppraisals

Completed Plans/Appraizals
1. Begin with entering search cilena, The followang fields can be entered in any combination; e g, Appraisal Year only o Appraisal Y ear and Even

2. Select the Find bulton, Your results will be based on your search critena If there is no search crilena entered, your resulls will be all Completed PlansfAppraisals

Appraizal Year 2009 'I

=LA N Pedormeance Evaluation

Find ) [ Chear )

Tahle Size |10 'I

Appraisal Year I.ﬂ.ppmis.ﬂ (13 Type |Ewnl |E\r-.=||'r Completion Date | Raoports For
000 N NG M Pedorrmance Evaluation 30-Sep-2000 w

PAA Main Page | Prvide Guast Feadback | My Jowmnal | 1CE MyBiz | ICE PAANT | Home | Logowt | Preferences | Qragls Help | Disgnostics

Ak e P

In order to view or print completed appraisals, select Show Completed Plans and
Appraisals from the Main Page. From this area you can search by Appraisal Year 20
and print by SEleCting the printer icon. UNCLASSIFIED / FOUO
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Lessons Learned:
« Position Hierarchy has to be reviewed at least bi-annually and when promotions are being processed

« Position supervisory coding must be checked if AGR/TECH Supvisors cannot see their MyWorkplace
Responsibilities

 Ensure that all technicians and supervisors register in MyBIZ/MyWorkplace prior to implementation

* Clearly explain the process of each step:
1. Setting up the Plan
2. Interim Review
3. Appraisal Rating

» Watch the deadlines and ensure the mass email gets submitted to NGB-TNH to remind technicians
and supervisors of upcoming PAA actions that need to be performed

« Stress that the inclusion dates must be verified in both the plan detail TAB and Job Objectives TABs

» Each level (employee, RO, HLR) must understand their roles completely for the PAA to function
effectively

* HRO must be prepared for questions within the ERS/PSM areas. May need to review State Policies
21
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